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MEMORANTULY FOR:  Aeting Deputy Director {Aduinistration)
FROM i Masaperent OPficer
SUBJECT ! mrs-mmmmmmm;u mnagerial Controls

1. Consldereble clerical time and effart
obtain information on the utiliszation of punch :dmmfo
keeping equipment, electrical iypewriters and elecirical business
machines, This date wes reported as fnstructed eitber to the General
Memmmmmmmmwmmwmrwmb-
rdisslon to the Chairmen of the Bouse Appropristions Comrities.

2, In addition to statistical dats, we
on o pobs : " were required to report

&. The proper utilization of the equipcent,

L. The nanegerisl controls sxervised over the uis
and use of the equipment. requisition

¢. The extent to which mechine installations were comsoli-
dated and the reeccns, where applicadla, for separste instalilations,

3. Owr utilliszstion of punch card and bockkouping equipnent is very

mmmuemummmmmthmmwmmnmm
coordimtion vas vested in Organisation & Methods Service, nevertheless,

he It 1s suggested s regulation be issued rdn-
polnts: covering the followlng

excent equipment for the Reproduction Division of General Services,
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(1) The eatabiishing of all new punch card ar bockkeeping
machine installations must be approved by the Organisation &
Methods Service. GSpecifically, the control and coordinated use
of punched-card equipnent may be cbiained by:

{a) Bequiring all requisitions for additional units
of equipment, realacement of e type of machine by aucther,
and notices to dimcontinue installed uaite, 1o be approved
by Organization & Methods Service,

{v) Upom receipt of & requisition for an additional
undt Grganisation % dethods would firet, check tine current
utilisation of the requisitioning instaliation and that of
other installstions to deternine whether the requisition
could be filled by tranafer.

(¢) Zaguesis to replace one type of machine with
another would be investizated 4o determine ihe need for
guch replacesent, to avoid replacements bemsed only upon
the desire to acqulire & never type of equimant.

(4) Upom notice to discontinue & unit of equipnent
& reviev would be nede to deterndne 4 the sane type of
unit 1is about %0 be requisitiomed by ancther installstion,
I so, the unit would be trensferred rather then discontinued.

(2) The establishing of a standsrd procedure for recording,
by installation, of the various wiits of equipwent in use and the
hours used.

(3) The establishing of a querterly utilization report to
assist in deteruining need for new eguipment and to enable us
to quickly respond to future requesis for reparts to Congress
or Executive Agencies.

¢. EBlectrie Iypewriters

Trese puchines are very expensive snd can only be jusiified on
basis of speciel use. Orpanization 2 Hethods will therefore esisbe
1lizh standerds wvhich sust be met to Justify the use and determine if
such work esanot be performed oo equiment already installed in
requisitioning office. UOrganization % Methode Sewvice is having
the inforastlon relative {0 use of eiectrical typewriters recorded
on punch cards and will make e thorougt sanalysis of use of such
muchine; the results of this analysis will be furniebed to your
office so that you sny deteruine if a further lnvestigmtion should
be made. The infarmation already on hand indicates there 1s an
axcegsive maber of vachines in we and on stock.

Approved For Release 2001/07/28 : CIA-RDP78.04718A000100180080 5

-

\ AN



-r Release 2001/07/28 : CIA-RDP76.04718A000100180060.5

There appears Lo be bub Little comirol ower ihe purcbese of
variouws types of elsetrical buginess nachives guch &3 caleuviators,
dlctating aod trauscribing uachines, copying machines, etc. Mlse
use has been noted of puck caghinmes in several areas. Wilh eappropriate
control over tho roguisitioning of sush equipment such nlsuse cowld be
“Vﬁidﬁ’\is

5. We also bellove thet the fupctdong of the Compiroiler, Crgaxisas
tion and Hethods Sexviee, should be bYwoudened to include responsibility
far the ctmduet in canhmtion with other Offices comoerned, of rescerch
o] experiaerial wetms to determine the value of new equipent.

fa i you agres with the policies met forth: in this meacrandus,
Dpgaodontidan and aelbods will (et end subedt Lo the Hepnistions Lone
trol Stafy @ reguisiion edalylss thds nolicy and & ol of Uxe eipauded

Wae Lo PEOL

B 13 Noverber 1
%,m (13 r 1953)

/ 5/
L. K. WHITE
Acting Deputy Director
(Administration)
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